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SOME PRINCIPAL RECORDS MANAG Aém:ﬁ:vm FOR JULY AND AUGUST 1962

TITLE OF ASSIGNMENT ASSYCNED 70 STATUS AND REBULTS
25X1 1. Vital Records Conducted a Workshop for certain Records Officials of
GSA, BSA. State and ATD.
2. Records Control Schedules Beviewed and approved schedules for 00/cD [ | 25X1
|- 25X1

Approved revisions of schedule jtems for ORR, Comptrolier,
OL, OP, OB and ¥I/DDP.

3. Di Standards for Secured Congressional suthority for destruction of case
00/CD case £iles Tiles after 11 years old.

k. Operation of Agency Records Received 2140 cu. ft. of records; disposed of 1668 cu. ft;
Center and Vital Records furnished 67,689 references to offices. 78,518 cu. ft. of
Repository records on hand 1 Sep. 1962.
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in Center holdings (472 cu. ft.) due to incressed

dispoaition activity.
7. Requeste for New and Developed 10 new forms; revised 5 existing forms and
Revised Forms eliminated 1 form.
6. Burvey of Case Processing One Division (PED/0OB) replied to Survey; swaiting reply
Forme in 0/S from 2 other divisions.
T. Inventory of CIA Forms Inventory being made to determine forms costs for pest year,

and future costs quarterly for forms printed in Agency.
New Forms Catalog under way.

8. Survey of Papexwork Process Mede a Preliminery Survey st request of Dr. Tletjen and 25X1
Medical Staff N [ 1 Prelininary Informal Report made on basis of 5
' days work indicates a mumber of arveas for Improvement.
9. Review of Requesis for Completed Review of 5 Requests.
Secure Areas.
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CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS DATE INITIALS
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ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE x INFORMATION SIGNATURE
Remarks:
Bob:

Here 1s a summery of our prineipal sctivitids
for July end August.» Future summaries will be
made near the end of amch month.
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